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Overview

The Mississippi Comprehensive Workforce Training and Education Act of 2004 provides
that the Mississippi State Workforce Investment Board (SWIB) shall “develop and
submit to the Governor a strategic plan for an integrated state workforce development
system to more effectively and efficiently meet the demands of Mississippi’s employers
and job seckers”. Subsequently, the SWIB continuously works through a series of
committees to create strategies and plans for Mississippi's workforce development
system in the form of Workforce Investment Plans in compliance with Title [ of the
Waorkforce Investment Act of 1998, The Wagner-Peyser Act and various commillee
recommendations and actions, In concert with these efforts, the State Board for
Community and Junior Colleges (SBCJC) annually creates policies and procedures for
the deployment of workforce training at each of Mississippi’s 15 public two-year
institutions. The FY 2010 policies put forth in this document include and add operational
detail to the most recent SWIB plans and recommendations for workforee development.

The SBCIC and the colleges view their primary role within the state’s workforce
development system to be the provision of training, and therefore maintain the following
goals:
1. toprovide the citizens of Mississippi the skills needed to be more productive and
have an improved quality of life,
2. to provide the employers of our state a better trained and educated workforce
and,
3. totrain for higher skilled and higher wage jobs for businesses, indusines, and
employees in our state.

When possible, these goals are to be pursued as partnerships between employers and the
local community or junior college, with shared costs. The policies listed herein represent
the full and complete policies, as approved by the SBCIC, to be followed in prepaning
and submitting all workforce projects, Exceptions to any policy must receive approval of
the Executive Director of the SBCIC or his designee. Policy exceptions will be made on a
case-by-case basis.
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1. Training Priorities

{a) Targeted Indusinies — During the 2006 calendar year, it became apparent that
the differing entities associated with workforce development each maintained
separate and often differing lists of targeted industries. In an attempt to
conselidate and better define a set of targeted industries, the SWIB created a
Business Qutreach and Targeting Industry Committee. At its June 2006
meeting, the SWIB endorsed the proposed list of targeted businesses and
industries recommended by committee. The community college system
recognizes the endorsed list and will utilize such as the targeted industries list
for work force training.  The target list is as follows:

*  Automotive Assembly

Automotive Suppliers

Contact Cenlers

Defense'Homeland Security

Fabricated Housing & Housing Components

Food Processing

Metal Fabncation & Steel

Plastics'Polvmers/Chemicals

Shared Service Centers

Shipbuilding

Timber"Wood Products

Warehouse & Distribution

o Agrospace

Further, colleges are encouraged to submit training projects that are associated
with training for sectors with documented high wage jobs (those with an
hourly rate greater than $15.00).

(b} Specifically Targeted Courses or Economic Development Projects — In
accordance with recommendations made by the SWIB commitiee on
leveraging community colleges, local colleges are urged to review local needs
for local high growth/high demand courses and projects that are unigue to
their district. Such projects should demonstrate a valid economic impact in
the region and may qualify for either traditional or challenge grant funding.

{c) Funding Prioritics — In accordance with SWIB recommendations associated
with the Mississippi Workforee Enhancement Training Fund{WEFT]), there
shall be three funding catepories: traditional funding, new and expending
business funding, and challenge grant funding. The following shall represent
the prionty of project approval within each category:

i. Traditional Funding (70% of WETF)

1. Projects serving existing workers in existing businesses
inclusive of consortium based projects serving multiple
businesses, and small businesses, (Within this group, projects
resulting in a credential will receive first priority.)



2. Projects targeted toward training for those businesses and
industries previously identified in items a and b above.

3. Projects resulting in national skills standard or other
credentialing and not necessarily serving an existing worker
and’or business.

4. Projects associated with governmental, civic and laith-based
organizations.

5. Other specialized projects as required.

ii. Mew and Expanding Busincss Funding (10% of WETF)
I. Projects serving new businesses locating within the state as
identified by the Mississippi Development Authority, or the
local eollege.

2. Existing businesses within the state that are expanding product
lines, expanding facilities, re-starting facilities, and'or adding
new employees equivalent to 10% or more of the businesses
current employee base as identified by the local college.

iii. Challenge Grant Funding {20% of WETF)
Projects selected competitively that demonstrate a measurable
impact on one or more of the long range goals of the state
workforce sysiem
Projects are funded up to 20% of WETF if funds are a'-'allablc
Appendix A presents a description of the challenge grant program
and the application and award process,

I1. Trainee Credentialing —

Two primary concerns of all entities involved in workforce education in Mississippi are
skill attainment and skills portability. Both of these concerns can be addressed by
developing stronger models for trainee credentialing. A study undertaken in FY2007 by
the SBCJC and the College Workforce Center Directors resulted in the following
recommendations related trainee credentialing:
i. A nationally recognized test that will verify and certify career readiness should be
pursued.
il.  Any carcer readiness certificate pursuit should be amenable to the inclusion of
career and technical skills endorsements,

In FY20110 the community and junior college system will continue to pursue these

recommerndations. To date, a preliminary proposal for a Mississippi Career Readiness
Certificate {CRC) has been drafted and circulated. Further, a CRC oversight committee

has been created and preparations are being made to staff and pursue this credentialing
effort.



111. Enhanceme [ Workforee Development Centers

The community college system recognizes the need to continually enhance and improve
the availability and guality of training at the Workforce Development Centers. In
FY2010 a series of enhancement actions as deseribed below will be undertaken.

{a) Regional/Industry Specific Centers of Excellence — While it is not plausible to
convert all activities within an existing center to specific tasks and still serve
all of a region's needs, it is plausible that certain components of the centers
can be developed as industry and/or regionally specific Centers of Excellence.
College workforce centers are encouraged to pursue the centers of excellence
concept for business and industry under the auspices of Challenge Grant
Funding.

(b} Professi velopment Programs — The SBCIC recognizes the need to aid
the workforce centers in developing their staff and instructors in order to
maintain the highest quality levels.

i. In FY2010, the SBCIC will fund a state-wide professional
developnent program for the college workforce divisions, as
developed and requested by the Workforce Center Directors
Association. The association is encouraged to utilize community
and junior college facilities and instructors and Mississippi
universities for such activities.

ii. In FY 2014, the SBCIC will sponsor quarterly Workforce Center
Director meetings. These meetings will rotate across the state at
the Workforce Development Centers and will facilitate the SWIB
Leveraging Community and Junior Colleges committee’s
recommendation of sharing best practices.

iii.  In FY2010, the SBCIC will provide assistance to the colleges in
gending workforce training staff to statewide meetings such as the
Governor's Workforce Development Conference and the Creating

Futures Through Technology Conference.

(¢} Instructional Quality — Based on recommendations by the workforce center
directors’ instructional quality committee, FY 2010 workforce projects will be

required to maintain documentation on file that verifies the key components of
a quality training course. Examples documents are provided in Appendix B,

(d) Marketing —The SBCIC will continue its practice of a 510,000 set aside per
college for the marketing of workforce education. Development of marketing
materials such as regionally-customized CD print materials and websites will
be pursued as applicable at the state level as well. The SBCIC logo must be

included on all printed materials,



V. Accountability/Performance

{a) Fiscal Accountability — The SBCIC maintains fiscal accountability in two
ways: (1) by setting project writing and expenditure policies for colleges to
follow and (2} by conducting an annual monitoring visit to each college.

FY 2010 project writing and expenditure policies are included here as
Appendix C. Fiscal monitoring visits consist of a review of a random sample
of approximately 10% of & college’s projects for the previous year. A variety
of checks and balances is referenced, including but not limited to comparing
the training plan to the class roll sheets, companng reimbursement requests to
invoices and instructor time sheets, reviewing instructional quality checklists
and reviewing the notes on instrection as monitored by the center stafl. The
SBCIC reserves the right to conduct 100%% monitoring visits and the right to
monitor any ongoing activities at any time. In the event that discrepancies are
found, appropriate corrective action is taken and the college 15 provided
technical assistance as needed. A copy of the monitoring instrument for

FY 2010 projects is provided as Appendix D.

{b} Programmatic Performance — In FY2010, the SBCIC will continue to have
available performance information such as number of employees and
employers being served, type and quantity of training course, and other
information that can be determined from the project database. The robust
performance system will continue to be used. See below:

I. the development of a common dataset,

2. electronic collection and storage of data, preferably in the local
colleges existing student information system,

3. electronic systems be able to export information through data files
to other entities,

4. data files are to be used for the purposes of transcripting non-credit
activities, SBCIC non-credit enrollment management, and for use
in determining performance on SWIB/SBCIC jointly approved
performance measures, and

In order to facilitate the move to this performance measurement system, the
SBCIC in conjunction with the college and other pariners define the following
three file structures as the required common dataset that must be maintained for
each training activity.



Data File — Student

Data Element

Description

Last Name Student’s Last Name |
First Name Student” First Name |
58N Student’s 9 digit Social Security Number
DOB Siudent’s Date of Birth

Race/Ethnicity Stedent’s Race and/or Ethnicity

Gender Student’s Gender

Level of Education Highest Level of Education Completed
Employment Status Emploved or Unemploved

Employment Type Part Time, Full time, Temporary, Scasonal
Cecupsation Job Title

Address Street Address

City City

State State

Zip Zip Code -
County County of Residence

Term College Term/Semester

Course Mumher

Unique course Identification Number

Data File — Course

Data Element Description
Term College Term/Semester
Course Number Unigue Course ldentification Number
Course Title Name of Course
Code SBCIC Classification Code for Course
Start Date Month/Day/ Y ear that course begins
End Date Month/Day/ ¥ ear that course ends
Hours Length of Course/Training in Hours
Day Days of the week course is offered
Credit Number of College Credits

Company Name

Name of Company

Company Federal 1dentification Number

Federal Identification Mumber

Company MDES Account Number

MDES Account Number (state tax id)

Campus Location where course is offered
Instructor Name Name of Course Instructor
Costs Amounts of Funding in Dollars




Data File — Industry Based Training

Data Element Description
Term College Term/Semester
Project Mumber Unigue Project [dentification Mumber
Project Amounts (costs) Amount, in dollars, obligated for project
Funding Source Source of Funding for Course
Reimbursed Amount Actual Dollar Amount Reimbursed
| De-obligated Amount Amount in dollars, de-cbligated for project
Course Number Unigue Course Identification Number
Course Title Mame of Course
Code _ SBCIC Classification Code for Course
Start Date Month/Day/Year that course beging
End Date Month/Dav/Y ear that course ends
Hours | Length of Course/Training in Hours
Day Drays of the week course is offered
Credit Number of College Credits
Company Name Name of Company
Company Federal Identification Number Federal Identification Number
Company MDES Account Number MDES Account Number

The above dataset when managed properly and with the added ability to make
comparisons to Mississippi's Ul database will provide the information necessary
to determine performance on a set of common measures as developed by the
SWIB and SBCIC. Additionally, there exists a host of other questions that may
be of interest to the local college that can be answered by the above data set.
Individual colleges are encouraged to review the data reports for locally valuable
information. The common measures to be determined for each college and
subsequently compiled for the state shall include those approved by the SWIB and
SBCIC. The measures are as follows:

|. Entered Employment - This measure will determine if people who receive
services gain employment. This measure is only applied to those
participants who are not emploved at the date of participation. It i
calculated by dividing the number of participants who are employed in the
first quarter after the exit quarter by the number of participants who exit
durimg the quarter.

2. Employment Retention — This measure will determine if people retain
their jobs. This measure will only be applied to those who are employed
in the first quarter after the exit guarter. It is calculated by dividing the
number of participants whe are employed in both the second and third
quarters afler the exit quarter by the number of participants who exit
during the quarter.




3. Average Eamings - This measure will determine if the population served
is inclusive. This measure would only be applied to those participants
who are employed in the first, second, and third quarters after exit, It is
ealculated by adding total earnings in the second quarter with total
eamings in the third quarter after the exit quarter and dividing by the
number of participants who exit during the quarter.

4. Eamings Gains - This measure will determine if people are getting better
jobs or higher pay. This measure would be applied to two scparate
groups. The first group is those who are unemployed at the time of
training who then become emploved at exit and remain employed in the
second and third quarters after exit. For this group, eamings gains are
calculated as the average eamings in the third quarter after exit. The
second group is those who are employed at the time of participation and
who are subseguently employed in the first, second and third quarters after
exit. For this group, eamings gains arc calculated by companng the wage
at time of participation with the wage at the third quarter after exit.

5. Business Pengiration - This measure will determine the total number of
businesses served in a given area under specific jurisdictions (e.g., WIA
areag, Community College districts, efe.). This measure 15 calculated by
dividing the number of businesses served in the area by the total number
of businesses in operation in the area. This proposed measure could be
further refined by industry and/or business size.

6. Hiring Activities - This measure will determine employee turnover,
business expansion, and lay-offs. Employee turnover will determine at
what rate people who receive training change jobs. This measure applies
to those who received any form of workforee training, [t is caleulated as
the average number of people who change employers anytime during the
first three quarters after exit. The business expansions measure is being
proposed to capture whether or not any form of training aclivilies
contribute to the expansion of business through the creation of new jobs,
This measure is calculated as the difference between the number of people
on the payroll in the quarter prior to receiving service and the number of
people on the payroll during the first three quarters after a business uses
workforce services. The lay-off measure is being proposed to determine if
workforce services facilitate businesses to retain their employees by
making the business more competitive. This measure is calculated as the
average number of people laid-ofT in the first three quarters afler the
busingss receives training services.

{c) Compliance —Failure to maintain the common dataset for a training project
will result in no reimbursement for that project.



V. Funding

The following represents a general breakout of funding as it applies to the current plan.
This breakout is for illustration purposes only and will serve as estimates as the plan i3
implemented. Numbers are based on the previous year's resources and will
vary depending upon collections and general fund appropriations for FY 2010,

{a) Required Funding Activities

- SBCIC Administration ... ... 10 150
1S TSR B T ——— . 1 121
- MDES Collection Fees ... 31,300,000

- Project Administrative Fees to Colleges ......ocvvvervvevneen. - 3900,000

ib)} Training Priority {Projects)

- Traditional Funding..........cccorunnriacirvicrennen 10%e 0F available funds
- Mew and Expanding Business Funding...... 10% of available funds
- Challenge Grant Funding...........coccoveeenree. 20% 0of available funds

ic) Credentialing/Performance Measurement

- Performance Measurement Costs oo e ec e 200,000

id) Workforce Development Center Enhancement

- Professional Development Programs.......c.evcensnr- 5 150,000
- Markeling........c-coecrianerncssienisicccasnvin 310,000 per college
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STATE BOARD FOR COMMUNITY AND JUNIOR COLLEGES
FY1010 Challenge Grant Information

The State Board for Community and Junior Colleges (SBCIC) in accordance with the

FY 2010 workforce education action plan and project polices and recommendations of the
State Workforce Investment Board (SWIB) is designating approximately 20% of the
funds collected by the Mississippt Workforce Enhancement Training Fund in FY 2010 for
the purpose of awarding Challenge Grants. Challenge Grants are defined as those
workforce projects that do not qualify for traditional workforce training dollars and that
meet the intent of the priorities, criteria and considerations herein. Challenge Grants will
be awarded to community and junior colleges for the purposes and according to the
procedures set forth in this document.

Priority of Award

The fundamental priorities for the award of challenge grant funds are:

I. those proposed activities that train for the workforee of the future within the state
of Mississippi,

2. those proposed activities that generate an increased and sustainable capacity to
train individuals or to train for companies during subsequent training years, and

3. those proposed activities that serve more than one community college district,
promote partnerships among colleges, among colleges and other entities, or
consortia efforts,

Criteria Required for Award

The following question set represents the criteria set which must be addressed by
submitted proposals. Proposals do not have to address all of the criteria; however
proposals relating multiple criteria points will rate higher.

I. How will the proposed activity increase Mississippi’s per captia income growth?

2. How will the proposed activity increase the efficiency or productivity of an
existing business or industry?

3. What training will be done that is not already being done?

4. What technological components does the proposed activity contain that are not
commaon to current training?

5. How will the proposed activity drive more training to the community and junior
college system?

6. What new skills will the proposed activity provide trainees?

7. s the pay for the skills attained above average for the area for the proposed
petivity?

8. Will the proposed activity result in a skills set that will be a magnet for new
andfor expanding business?

9. Will the proposed activity aid in increasing the state’s high-tech employment
share?

13



10. Will the proposed activity aid in maintaining the state’s manufacturing or other
job share which reguires advanced skills sets?

11, Will the proposed activity provide access to additional training and’or access to a
career path?

12. Will the proposed activity provide training that leads to industry recognized
credentials or certifications to enable portability of skills?

13. Does the proposed activity leverage other resources, such as business
contributions, federal, local or other funds?

14, Will the proposed activity have a regional impact”

Other Considerations for Awarding Grants
The following represents secondary items that will be considered when awarding grants.

1. Use or modification of existing curriculum.

2. Open entry/open exit (when possible).

3. Parnership with the WIN Job Centers or other placement sources [or employment
or use of OJT, apprenticeships, internships, and other sustainable career
enhancement.

4, Partnership with Career-Technical training or industry associalions.

Delivery of training in the shortest time {rames.

6. Creative use of facilities and flexible teaining periods (hours, days, nights,
weekends, ete.).

v

Period of Performance

The period of performance shall be the state fiscal year 2010 beginning July 1, 2004 and
ending Junc 30, 2010. Proposed activities do not have to be a full year in duration, and
may be submitted throughout the fiscal year subject to the availability of funds.
Arrangements can be made for expenditures to “split” fiscal years,

Eligible Grant Recipients

|. Community and Junior College Workforce Development Centers
2. Comrmunity and Junior College Career and Technical Departments

Evaluation of Submitted ProposalsM™otification of Award

Three rounds of proposals will be accepted during FY2010.  Proposals will be accepted
in July and August for award in September, in October and November for award in
December and in January and February for award in March. Proposals will be evaluated
and ranked by a four (4) member team of SBCJIC staff. Evaluation and subsequent award
will be done as quickly as possible; however, the SBCIC reserves the right to consider
proposals for a period of 30 days in the event that additional, explanatory or other
information is required from the proposing entity. Evaluation of a submitted proposal
will begin only after the proposal is complete and has been developed according to the
instructions presented below, and only if funds are available to cover the proposed costs.
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The four (4) member evaluation team will use a point based ranking system for making
awards. However, the system of ranking will be invoked only after the project has been
identified as meeting one or more of the funding priorities and has been identified as
being unique with respect to traditional workforce projects by & minimum of three (3)
evaluation team members, An example team member evaluation worksheet is found at
the end of this document.

Award of a submitted proposal will be considered only after evaluation of the proposal
has resulted in the proposal receiving a composite score within the top 10% of all scored
proposals for a given quarter. Proposals not selected will be rejected by the SBCIC
Director of Workforce Education. The Director will work with the proposing entity,
providing the score of the proposal and evaluation team comments, so that a proposing
entity may revise and re-submit a proposal during a subsequent period if they so desire.
Matification of successful award will be made by approval of the submitted project by the
SBCIC Director of Workforce Education.

Reimbursements and Reporting

Chice an award bas been made, reimbursements will be made according to the same
procedures and guidelines utilized by current workforce fraining projects. All challenge
grant awards will be subject to the same monitoring requirements as existing, traditional
workforce projects as described by the SBCIC office of accountability. Reporting shall
be done according to the requirements placed on traditional projects, and the SBCIC will
reguire a final, written report independent of the project system at the close of the project
describing the successes and impact of the activity and addressing each component of the
original proposal. Further, the SBCIC may request updates on grant awards in the event
that information is required for reporting, presentation or other purposes.

Limitations

The SBCIC reserves the right to limit the amount of funds awarded on a proposal and the
right to limit the number of awards made to any one proposing enlity in order 1o ensure
equity of funding throughout the state, Therefore, entities submitting more than one
proposal will need to notify the director of workforce education at the SBCIC the priority
aof projects submitied as challenge grants.

Proposal Submission Instructions

Proposals are to be submitted using the existing GCR project sub-grant system in the
same fashion as traditional projects with the exception of:

I. when choosing the funding source, “Challenge™ shall be chosen,

2. the priorities, criteria and other relevant items described herein shall be addressed
within the memorandum of agreement area, and

3. reporting of final results outside of the database system will be required as
described above.

12



Project Number
Project Title

Challenge Grant - Proposal Evaluation Worksheet

| Proposing Entity

Total Budget Request

Priority*

Dwoes the proposal adequately address one or more of the
stated priorities for award?

Yes

Unigueness®

Is the proposal significantly unique with respect 1o
traditional workforce projects?

Yes

*[f no, redurn 1o director of workforce education and do not score.

Proposal Ranking

| highest and 1 as the lowest score,

Score the proposal on cach of the criteria below using a 1 —~ 10 scale with 10 as the

Criteria

Score

Capacity to increase Mississippi's per capha income
| growth,

Ahility to increase the efficiency and productivity of an

existing business or industry.

Extent to which training will be done that is not already
being done.

| Extent to which technological components are present that
| are not common to current training.

Extent to which the proposed activity drives more training
to the community and junior college system.

- Extent to which the activity provides new skills to trainees.

Extent to which the pay for the skills attained 15 ahove
| average for the area for the proposed activity.

Impact on the attraction of new and'or expanding business.

Extent to which the proposed activity will impact the
state’s high-tech employment share.

Impact on maintaining the state’s manufacturing or other
job share which requires advanced skills sets,

Ability of the proposed activity to provide access fo
additional training and or access to a career path,

Extent to which the proposed activity will provide training
that leads to industry recognized credentials or
certifications to enable portability of skills.

Extent to which the proposed activity leverages other
resources, such as business contributions, federal, local or
other funds.
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Impact on the region within which the project is
comnducted.

| highest and 1 as the lowest score,

[ Score the proposal on each of the considerations below using a | — 5 scale with 5 as the

™ Consideration

Score

Use or modification of existing curriculum.

Open entry/open exit (when possible).

Parinership with the WIN Job Centers or other placement
sources for employment or use of OJT, apprenticeships,
internships, or other sustainable career enhancement.

Partnership with Career-Technical training or industry
associations.

Delivery of training in the shortest time frames.

Creative use of facilities and flexible training periods
{hours, days, nights, weekends, ete.).

Total

Evaluator Commenis




Appendix B

INSTRUCTIONAL QUALITY
DOCUMENTATION



Checklist for Coordination of Classes

Place a check mark in boxes that are confirmed. Fill in the requested information and
date requested or confirmed in the blank spaces next to each item

Dlnstruclnr

Cd Books ¢ Materials -

DStan and end date

DMeeting Time

rotal # of Hours

DRnum / Location

Dﬂumn Reserved

a Equipment requirements
Urviver ovp

U sound system

Dﬂvcrh:ud projector

D Laptop / Computer
Lab_

DLCD Projector

D Other

L other

[ other

DRﬂFreshments
Dﬂuppnrl Personnel
Dﬂ'ﬂursc Preparation Checklist completed

D]nﬁ::unﬂ:a,tl-un given o guests [ altendees /
students




video/ DVD
D Copies of handouts

D Copies of Exams / evaluation sheets

D Enrollment forms

D Instructor Evaluation sheets _Circle when complete _ Blank Forms
Completed

D Sign in sheets Circle when complete  Blank Forms
Completed

Dcapics of all evaluations / exams and handouts in course folder
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Reference Material for the Completion of the
Quality Course Checklist Worksheet

Teaching Method Recommendations

2.

3.

Skills Training
a. Lecture

b. Hands on demonstration
¢. Hands on directed practice
d. Self Practice

e, Ohservation of results and review of learning
f.  Test through practical exercise
Knowledge Based Learming
Reading
Naote Taking / Writing / fill in blank handouts
Observing Picture / power point / video
Reference material
Lecture
[Mscussion
Eepetition of information
Test through writlen or oral examination
Conceptual learning
a. Combination of techniques listed above with the check on learning
being a situational exercise where the individuals or groups must
select the applicable skills or knowledge and apply / adjust it for
the situation given

meanop

==

Measures / checks on leaming

L R s

=

Written / verbal multiple choice exams
Written / Verbal fill in the blank exams
Written / Verbal essay exams
Observation of student performance during class
Observation of student performance during hands on application
techniques
Quantifiable measures of performance based exams

a.  Weld inspections, (visual, X-ray, Destructive)

b, Measuring tolerance specifications

¢. Performing repetitive work within prescribed time

d. Proper selection and wear of Personal Protective Equipment
Measures must include the method of documenting the measurament
technique.

a. Instructor’s notes on attendance list

b. Copies of exams

¢. Pictures / photo of performance

id. Documentation of telerance measurements

21



Quality Course Preparation Checklist

Dl:;‘lu:]in: / syllabus for the course

DT.::-minaI Leaming objectives and plan for how to measure success

Ohjective hieasure Teaching
Method

DEnﬂinng learning objectives and how to measure learning
Objective Measure Teaching
Method

cooooo
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Appendix C

PROJECT FISCAL POLICIES
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Submission of Projects

The SBCJIC utilizes an online, database driven project writing system to approve, track,
and maintain records on workforce education, All projects submitted to the SBCIC for
approval must be submitted via the online workforce education program, The system can
be accessed at http:/sbejeger.sbeje.ce.ms.us'sbeje. System users are added by the college
warkforce center director (college system administrator). The names of approved users
must be submitted to the Director of Workforce Education at SBCIC by your college
President each year.

The timeline for submitting projects shall be not later than 30 business days after the start
of a ¢lass or training activity. Submitted projects should seck to have al least ten (10}
students per class or training activity. However, the minimum number of participanis
shall be set at five (5) with the exception of train the trainer projects, on the job training
projects, short term adult classes, and basic skills projects as indicated in subsequent
sections.

All project budgets, subsequent budget modifications (except final modification as
discussed in the final project completion section) are to be submitied as budget estimates
and do not have to be exact. Budgets must include salaries, benefits, travel, contractual
services and commodities, as applicable, Detailed information must be submitted for
equipment purchases. With this in mind, Workforce Center Directors need to be aware
that when a project is submitted this proposed amount of money is obligated. 1f the
estimates are consistently too high, a large amount of money will be encumbered that
cannot be used for workforce edecation. Projects shall be written for a period of six
months or less, Modifications and de-obligations are monitored and will be reported to
the Workforce Center Directors quarterly.

Workforce projects that utilize existing resources ol the college are encouraged. In
particular, special consideration will be given to those projects which share an audience
with, compliment, utilize and/or otherwise build upon, strengthen and enhance the
colleges” career and technical education component. Special consideration will also be
considered for joint projects between two or more colleges.

In accordance with Work Foree Education Act of 1994, the intent of workforce education
is for the creation and development of a regionally based system in Mississippi for
education and training which: responds to the needs of Mississippi's workforce and
employers; is driven by the demands of indusiry and a competitive cconomy,; makes
maximum use of limited resources; and provides for continuing improvement through
constant assessment of the results of education and training for individual workers and
employers. Therefore, no projects may be written to fund training for students enrolled in
elementary or secondary schools.

Compliance with Mississippi Employment Protection Act (MEPA)

Contractor/Seller represents and warrants that it will ensure its compliance with the
Mississippi Employment Protection Act (Senate Bill 2988 from the 2008 Regular
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Legislative Session) and will register and participate in the status venification system for
all newly hired employees. The term “employee™ as used herein means any person that is
hired to perform work within the State of Mississippi. As used herein, “status verification
system™ means the lllegal Immigration Reform and Immigration Responsibility Act of
1996 that is operated by the United States Department of Homeland Security, also known
a5 the E- Verify Program, or any other successor electronic verification system replacing
the E-Verify Program. Contractor /Seller agrees to maintain records of such compliance
and, upon request of the State, to provide a copy of each such verification to the State.
Contractor/Seller further represents and warrants that any person assigned to perform
services hereunder meets the employment eligibility requirements of all immigration laws
of the State of Mississippi. Contractor/Seller understands and agrees that any breach of
these warranties may subject Contractor/Seller to the following: (a) termination of this
Agreement and ineligibility for any state or public contract in Mississippi for up to three
(3) vears, with notice of such cancellation/termination being made public, or (b) the loss
of any license, permit, certification or other document granted to Contractor/Seller by an
agency, department or governmental entity for the right to do business in Mississippi for
up to one (1) vear, or {¢) both. In the event of such termination/cancellation,
Contractor/Seller would also be liable for any additional costs incurred by the State due
to contract cancellation or loss of license or permil.

Training Categories or Type of Projects

* Accountability System
Adminmistrative
Advanced Technology
Basic Skills
Challenge

CRC

General

Marketing
Short-Term Adult
TANF

*  Warkforce — Regular

General Fund Projects

If a college desires to develop a training program beyond the scope of existing guidelines
and therefore prohibits the writing of a standard training project, the college may submit
a proposal to the SBCIC to do so. The general criteria will include the determination that
the training area(s) 1o be developed shall be unique in regard to the training offered and
that there is 8 demonstrated need for such training. Such proposals shall be initially done
via written commespondence with the SBCIC.
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Administrative Costs and Charge to Employers

Based on the previous year funding, two projects can be written to cover the cost of
Administrative cost at a rate of 5% and an Accountability project at a rate of 3% can be
applicd for in FY2010. The 5% workforce admin fee earned and the 3% accountability
fee will be in effect for FY'2010, but along with the $300,000 floor there will now be a
ceiling of $4,000,000. This ceiling less the $300,000 floor will allow $3,700,000 worth
of expenditures to be applied to the above fees. The fees eamed will be based on FY 2009
reimbursements.

Beginning in FY2011, the floor will still be 3300,000, but the ceiling will be lowered to
£2.500,000, This will allow for $2,200,000 of retmbursable expenditures to be applied to
the above fees. The lees earned will be based on FY 2010 reimbursements.

In accordance with the language and intent of Senate Bill 2480, training shall be provided
at no charge 1o employers and employees in order to enhance employce productivity.
This no charge to employees and employers language in SB2480 15 interpreted to mean
that a college cannot charge an administrative fee to the employer or employee for
training. However, it is appropriate and desired that the cost of such training be shared
between the emplover and the college,

Eligibility

According to language adopted by the State Workforce Investment Board, Workforce
Enhancement Training [WET) fiinds should be used for those emplayers who pay into the
Linemployment Compensation Trust Fund, Therefore, if unemployment insurance taxes
are not being paid, that company or agency would not be eligible for training provided
with WET Funds. It is important to note that non-profit organizations have two oplions
with regard to Unemployment Insurance: contribution and reimbursement. Therefore,
non-profits may or may nt be eligible. Verifications of eligibility may be obtained from
the Mississippi Department of Employment Security by contacting the SBCIC's Director
of Workforce Education.

Boilerplate Language

The definition of a boiler plate is text that is or can be reused in new contexts or
applications without being changed much from the original. A legal boilerplate is a
standard provision in a coptract. This language will be required to be included in all
FY 2014 projects.

Memorandum of Agreement

o Company Description and Commitment (will... Request reimbursement af
least every 60 days to college and will state company s contributions, will
£- Ferify trainees enlering prograns)

o Project Justification
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o Training Ohjectives

o College Commitment (College will.., Requisitions will be done at least
every 6 days to SBCIC; will E- Verify trainees being trained)

&  SBCJIC Commitment (SBCSC will ... pay within 45 days)

Instructor Salaries and Benefits

Instructor Salaries shall be based on the type of training with the rate of pay being
determined by the Workforce Project Manager, Reimbursement by the SBCIC shall not
exceed the rate of $35 per hour, except for advanced skill classes (see below) where the
actual instructor cost exceeds the $35 per hour. The exception to the $35 per hour must
be approved by the Executive Director of the SBCIC or his designee.

Advanced Skills Training can be reimbursed at a usual and customary rate for training
that is advanced in nature. Advanced skills projects are defined by the college based on
the type of training and local area needs. Any rate above 350.00 per hour must be
approved by the Executive Director or his designee. Management/Supervisory training
requiring proprietary training materials and/or certified instructors may be considered
advanced skills training,

Indusiry Based Training shall be reimbursed at a rate not to exceed $35.00 per hour.
[ndusiry based training is training done by the business or industry for the business or
industry and the college only provides financial resources and coordination/planning
services to the business or industry. $35.00 per hour expenditures require wage
validation by the requesting business or industry. Such validation must be kept on file at
the college for monitoring purposes, The exception to the $35 per hour must be approved
by the Executive Director of the SBCIC or his designes.

Tramning conducted that is associated with a minimum wage job shall be reimbursed at a
rate not 1o exceed $20.00 per hour.

Basic Skills project instructors shall be reimbursed at a rate not to exceed $20.00 per
hour. Basic skills projects are designed to provide trainees with fundamental instruction
in reading, math, writing, language (English as a Second Language) and GED
preparation.

Benefits shall depend on the type of contract the college wses with their workforce
instructors and shall be based on current rates applied by the college business office for
the portion of the benefits not paid for by the college. These rates will be reimbursed

baszed on actual cost. Mo health or life insurance benefits will be reimbursed. The rate

must not exceed 20%, unless approved in advance.
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Preparation Time

Up to 25% of the total class instructional time may be allowed for instructor preparation
of a new workforce class or for new instructors. Time spent in setting up computer labs,
or other equipment for the direct use of the class may be included in this 25% preparation
time, Prep time is allowed only for instructors employed by the college and shall be
documented similar to instructional hours. Instructors employed by an industry are not
eligible for prep time compensation. A maximum amount of 10% of the total class
instructional time may be allowed for preparation for classes or subjects previously
taught, regardless of the location of the class or project. Projects classified as basic skills
projects (see definitions) are allowed up 1o 25% prep time for both new and previously
taught classes.

Assessment Time

Pre- and post-assessment times may be allowed in the project for administering
standardized assessments or recognized skills evaluations. Assessment cost must be
identified in the instructional cost section on the project, and should be shared by the
industry. The test or assessment instruments used are usually considered part of the
training materials cost and are listed under educational materials and supplies on the
project. Assessment time must be kept to a minimum; for example, as many people as
feasible should be assessed simultanecusly to keep the assessment time reasonable.
Assessment time must be documented similar to instructional hours. Copies of
Assessment Instrument paid for in the project must be available for review during
monilorng process.

Educational Materials and Supplies

Training manuals and textbooks are an allowable expense if the school is retaining them
for future use. Reimbursement for such materials shall not exceed 535,00 per student,
but all amounts expended must be for the direct support of the class. Assistance for high
cost educational materials will be considered on a project-by-project basis, based on
justification to be provided in the project application. Reimbursement on a per person
basis for materials will not be done for any type of project. A local tracking system musl
be used for all expendable educational materials and supplies.

Leased Equipment

Equipment may be leased for training purposes and must be designated as such, This
equipment cannot be used for production or profit. Leased equipment is a contractual
expense. This equipment must be in a facility that is owned or aperated by the college.

Capitalized Equipment Purchases

Reimbursement for equipment purchases will be considered on an individual project
basis and must be approved in advance. Equipment shall be purchased only if it will be
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located at a college campus, in an SBCIC mobile unit, or a training facility leased by the
college. The SBCIC strongly encourages colleges to partner with business and industry
on the use and purchase of cquipment, and with the local secondary or post secondary
vocational centers for the use of equipment and classrooms.

All colleges are required to maintain a complete and current inventory list of each
properly item exceeding a cost of $1,000 (June 11, 2008). The following items shall be
reported and maintained on inventory as equipment regardless of purchase value:
weapons, cameras and camera equipment (greater than $250), two-way radio
equipment, televisions (greater than $250), lawn maintenance equipment, cellular
telephones, computer and computer equipment (greater than $250), chain saws, air
compressors, welding machines, generators, and motorized vehicles.

Non-Capitalized Equipment

Items that are less than 31,000 which are not on the State Auditor’s Exception List and
have a useful life of more than one year are considered non-capitalized equipment, These
items must be listed under educational materials,

Contrac MVices

The following training items are allowable costs:

1) acquisition of educational software (no company produced software; software
must be used on equipment owned by the college)

2) repairs and maintenance of training facility

3) installation of equipment {unless included as part of equipment cost)

4) documented utilities

5) rental or lease of fraining facility

&) vendor training (see vendor raming section)

7) mainienance or licensing fees for educational software used on equipment
owned by the college

Online Workforce Training

Workforce training provided through online methods will be reimbursed based on the rate
agreed upon between SBCIC and the college with documentation of successiul
completion of the course(s). Reimbursement for on-line workforce training shall not
exceed a rate of $135 per person per year. Online course{s) must be developed by the
college or offered by a third- party provider, and must include proper documentation of
actual cost.

Instructional Training Aids/Cwmiculum Development

The Research and Curriculum Unit (RCU) at Mississippi State University is the primary
provider of assistance in developing manuals, training videos, CDs and other training
materials. When RCU Services are needed, it will be necessary for a local workforce staff

n



person fo be present for the initial meeting between the RCU and the company. If
materials are to be developed by the RCU or used from the RCU, then the project
manager must list the names or areas of training materials to be developed when
submitting the project. In the event that materials cannot be produced because of RCU's
workload or inability to meet a specific requirement, the Workforce Development Center
Director may seck to provide the training manuals and videos through another public
entity. If the aforementioned cannot be accomplished, the Workforce Development
Center Director may consider purchase of commercial materials. Justification must be a
part of the project, submitted under the educational materials and supplies section.
Curriculum development hours for training aids or other materials development not
covered above will be considered on a case-by-case basis by the SBCIC. All matenals
must be retained by the college and not released to the industry,

Train-The-Trainer Cost

Costs are allowed for individuals to attend train-the-trainer sessions. Approved training in
this area should provide the company with a resource to train employees in a discipline
not currently available through the local community or junior college. A local college
must demonstrate that the requested training cannot be reasonably provided by another
community or junior college prior to seeking out of system providers. The Workforce
Project Manager must include justification on the project application.

Mo more than two (2} individuals will be reimbursed to attend the same training in a non-
production area. Cost associated with train-the-trainer sister plant training 15 limited to
no mote than four (4) individuals per production traiming area. Reimbursements per
trainee will be limited to maximum of four (4) out-of-state trips per fiscal vear.

Train-the-trainer costs shall be reimbursed at fifty percent (50%), not o exceed $500
per person for training registration. Reimbursement will be based upon documented
completion of at least ene (1) college-monitored training project dircctly related to the
training received.

Travel cost for train-the-trainer training shall be included in the travel section of the
project application and must include the points of travel. In-state travel will be
reimbursed for mileage at the current college rate but never to exceed the state rate. Out-
of-state travel cost will be reimbursed for mileage at the current college rate but never to
exceed the state rate for the use of a personal vehicle or for the price of a 7-day advance
purchased, coach fare ticket, whichever is less. $75.00 a night will be reimbursed for
maotel cost in the continental USA. A maximum of $31 a day will be reimbursed for
meals. Maximum duration for cost associated with meals and lodging will be limited 1o
four (4) consecutive weeks per person, per production training area, [T the person makes a
trip home on weekends, then it is considered a 2" rip. All state travel rules and
regulations must be Tollowed. The regulations can be accessed online at

bt e B, stante. mas. s .

All travel must be recommended and justified by the Workforce Development Center
Director and approved by the SBCIC prior to travel. The college will require the industry
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to maintain documentation for travel expenses for 5 years for audit purposes. Car rental
fees, gas, and telephone calls are not considered allowable cost for reimbursement. The
maximum reimbursement per company in this category will be 520,000 per fiscal year.
This includes the cost of the training,

International train-the-trainer travel cost is allowable for a 7-day advanced purchase,
coach fare airline ticket. Reimbursement per trainee will be limited to no more than three
(3) round trips per individual, per fiscal year, up to a maximum of 520,000 per company.
Mo other cost will be reimbursed for international travel. Intemational train-the-trainer
costs shall be reimbursed at a maximum of $500 per person for training registration.

Travel

With proper documentation, the SBCIC will pay travel for workforce training instructors
employed by the college. Travel cost will be reimbursed for an instructor who must
travel a minimum of twenty-five {25) miles or more one-way. In-state travel will be
reimbursed for mileage at the current college rate but never to exceed the state rate. In-
state travel must have the points of travel and the number of miles documented in the
project file for monitoring purposes. The details for in-state travel must be listed in the
MOA or modification of project.

Vendor Training

Reimbursement for vendor training will be considered on an individual project basis.
Vendor training is training provided by a third party, not affiliated with the company or
the local community/junior college, that: (1) has supplied equipment, software, or other
materials to the company and (2) is providing training on utilization of the supplied
itemn(s). Vendor training must be on the specific plece of equipment or software.
Vendors may not be a private trainer providing training to the college or the company for
purposes other than a deliverable item as indicated above.

Reimbursement for vendor training will be limited to a maximum of $20,000 per
company per year, to include the cost of travel.

On-site vendor training costs shall be reimbursed for one-half of the daily cost, not to
exceed 31,000 a day, with a 10-day limit for reimbursement per training area. A copy of
the invoice from the vendor must be fumished to the college for reimbursement. Off-site
vendor train-the-irainer costs shall be reimbursed at a maximum of $1,000 per person for
training registration. Training shall be obtained at the closest location to the industry.
Off-site vendor training is limited 1o po more than (2) individuals per training area,
Travel costs for off-site vendor training will be reimbursed according to the set rates
listed under the Train-the-Trainer Cost category. The type of training must be identified
in the salarics line item with a zero cost at close out (see Project Completion, below.)
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Proprietary Programs

Proprietary training packages such as, DDI, VitalEdu, AchieveGlobal, Plexus, I1SO-9000,
QS-9000, 150-14000-01, Zig Ziglar, Phi Theta Kappa Leadership and Stephen Covey
require certified trainers. A company or business may receive a maximum of 34,000
subsidy toward the instructor's payment based on actual instructional fime and a
maximum of $5,000 subsidy toward the training materials to be utilized per program.
Instructor salaries for these programs are reimbursed at a rate not to exceed 350 per hour,

Short Term Adult Classes

Short term adult classes are those that are offered for the general public for the purpose of
providing employability skills and upgrade skills. Instructional salaries are the only
allowable cost for short-term adult classes. No prep time, assessment time, educational
materials and supplies or equipment are eligible for reimbursement. These projects will
be reimbursed at & rate not to exceed $25 per hour. Short term adult class or basic skills
project must have a minimum enrollment of 10 participants. Projects should not be
submitted until afier the class has started and can guarantee 10 participants. Projects with
less than 10 participants and costs associated with credit courses will not be reimbursed.

Inmate Traming Classes

Instructional salaries, inclusive of prep time, assessment time and benefits, are the only
allowable cost for vocational training for inmates. No educational materials and supplies
or equipment are eligible for reimbursement. These projects shall be reimbursed at a rate
not to exceed $20 per hour, Each class must have a minimum enrollment of 10
participants. Parole dates shall be checked in order to give priority o offenders with
twenty-four (24) months or less to serve hefore parole eligibility or release date.
Interested applicants shall be given the Test of Adult Basic Education (TABE). Test
results are evaluated for eligibility, Otficials from the host organization must provide 6-
month follow up information on the placement of completers of this program,

Other Training Needs

Consideration for training needs other than those outlined within these policies and as
determined by the Workforce Development Center Director as essential to the success of
the project, will be considered by the SBCIC on an individual project basis.

Project Completion

Upon project completion, a final modification must be prepared. Salaries will be
modified to include the type of training, number of classes, and hours of training, All
budget categories must be equal to actual cost. Onee the final modification is approved, a
project close-out will be completed.
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Appendix D

MONITORING INSTRUMENT
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WORKFORCE PROJECT MONITORING

The State Board for Community and Junior Colleges’ monitoring team has organized a
schedule for monitoring Workforce Development Projects for each fiscal year. The team
will randomly select projects to review, The monitoring process includes reviewing the
following:

1.

2.

Commuodities inveice matching reimbursement requests.

Documentation of how expendable commodities are tracked.

Equipment invoices matching reimbursement requests,

Contractual service agreements with instructors.

Evaluations of training by students/trainees.

Class sign-in sheets,

Demographic information on (rainees.

Class attendance sheets {dated and signed by instructor).

Written documentation monitoring the project {incleding the instructor’s
evaluation by local work foree stafl and supporting quality assurance

documentalion).

Request for reimbursement matching the instructor’s training hours, rate of pay
per hour and fringe benefits (including preparation time and assessment hours).

Copy of the project plus modifications and reimbursement documents.

A copy of the Memorandum of Agreement between the business/industry and the
community college.

Site visit of a local industry in the community college district for customer
satisfaction feedback (optional to monitor).

Documentation of ravel expenditures.

Documentation of instructional quality.
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WORKFORCE PROJECT MONITORING INSTRUMENT

Community or Junior College

Workforce Center Director Date

Number & Types of Projects Reviewed: Workforce Basic Skills

Advanced TAMNF Short=Term Adult
Planning Section

|, Have the workforce development center and local district council developed a strategic plan and is it
on file with the SBCIC? Yes No

A. s the workforce center using the strategic plan to offer training? Yes Mo

B. Does the plan address short and long term goals and objectives in line with the stated mission and
vision statements? Yes No

C. Are copies of the plan available for review” Yes Mo

FJ

Was the original copy of projects, modifications, and reimbursements on file?
Yes No

Project Review Section

Organization Project Number
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Was a copy of the Memorandum of Agreement (MOA) between the business/industry and the

comimunity college kept on file and available for review? Yes No
Are attendance sheets available for review on all projects? Yes Mo
A. Does project data provide demographic information? Yes Nao
B. Did the staff document monitoring of the instructor? Yes No

If 5o, how alten?

Whao employed the instructor? College Tndustry

A, Did the reguests for reimbursement match the instructor training hours and pay receipis?
Yes Mo

B. Were fringe benefits properly applied? Yes No

Did the project require purchase or lease of equipment or commaodities? Yes No

A. How are expendable commodities tracked?

B. Were invoices available for review on equipment purchases? Yes _ No

C. Did the invoice match the requests for reimbursement? Yes No

Does the college have a project tracking system that meets the demands of both the workforce center

and the business office? Yes Nao {If no, this requires explanation. )

Did SBCIC monitors visit local industry to determine training result? Yes No

If yes, which company and what were the findings?
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Meeds

A. Do you have any special workforce needs that require assistance from the SBCIC?

B. What tools/training resources can the SBCIC provide to help you better serve the various businesses,

industries, and individuals in your district?

Outcomes

A. Identify and share one success of a best practice you have experienced that made an impact with your

CUstomers.

B. How often are vou following up with customers to determine their level of satisfaction?

. What are some of the barriers that inhibit the delivery of services fo customers?
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WORKFORCE PROJECT MONITORING WORKSHEET

Schood;

Isclusiey Mz

I

[E=]
i

1.

.

I3,

I4.

Copy of the project, plus medifications and reimbursements

Commodities (invoices) matching reimbursement requests

Documemation of how expendabbs commodities ore imcked

Equepment (invoeces) maiching reimbursement requesis

Contrictual Services and agreement with instroctors

Evalieation of iraining by studentsfinmees

Sign-in sheets

Dremographic information an rainees

Class anesdapce sheets (dated and signed by instructor]

Whiten documentaibon monitoring the project
{imcleding the instrucior's evaluation)

. Reqgiest foe reimbursentent mastehing the instructar™s training, hours, rate ar
pay per hour & Tringe benefits {including preparation time & nssesment houss)

Copy of Memorzndum of Agreement available for review

Site wisit of @ local industry in the community college district for customer

satisfaciion fecdback {opitonal)

Documnentation of traved expendiiunes

Dabe:

Prapect #: __

(Chimare Chae)

YES MO NOT REQUESTED

YES/NO/ NOT REQUESTED

YES / NO/NOT REQUESTER

YES/NO S MOT REQUESTED

YES NGO NOT REQUESTED

YES / N0 NOT REQUESTED

YES / NO/ NOT REQUESTED

YES ! MO/ MOT REQUESTED

YES /MO NOT REQUESTED

YES S NOJ NOT REQUESTED

YES S NO /S NOT REQUESTED

YES S NOJ NOT REQUESTED

YES /MO NOT REQUESTED

YES /MO MOT REQUESTED



